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*Staff should review all parked tasks the first thing each morning to ascertain if any may be completed.

1.0 Continuance/Reinstatement of Benefits Needed

Step Continuance/Reinstatement of Benefits Needed
1 From the User Home Page in WFMS, under the My Tasks cluster, view the Task
Subject and click on the Task ID.
Task gﬁiﬁt—mi Task Mame Status Briofity Due Date
9000085505 JOHM BLANK é2ﬁgﬂ't;Eg:g:g”cememtateme”t 3 Reserved High ng&gzuua
The WFM S will navigate to the Task Home.
2. View the Primary Action and Task Instructions on the Task Home page.
Task Instructions: Review the request for continuance/reinstatement of benefits and
authorize the case; or return the case to ACS for clarification/correction.
3. Click on Case Home Page link under Supporting Information.
(Case Home Page )
The WFM S will navigate to the Case Home Page to display the ICES case number.
4, Go to ICES and review CLRC and related budgets.




Step

Continuance/Reinstatement of Benefits Needed

Authorize benefitsif correct and document in CLRC. If action is incorrect, go to step 6.

Returning casesto ACS

Document the reason in CLRC

From the Case Home page click Tasks from the Left Navigation

Click Create Task. The WFM S will navigate to the Select Task Type Page.

Using the drop down under the Task Details cluster, select Returned by State as the
Task Type. Click Save. The WFM S will create the task and navigate back to the
Tasks Page.

YV VYV

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click onthe Task ID for the Continuance/Reinstatement of Benefits Needed task
with an Open Status.

The WFM S will navigate to the Task Home.

Click on Close Task on Task Home page.

Task Home

Options
Close Task Forward Task Un-Park
Park Task Un-Reserve

Subject

1080 - Continuance/Reinstatement of Benefits Needed

Task 1D: 9000085505 Status: Unreserved

Prigrity: High Deadline: 2/28/2008 00: 46
Reserved By: Last Assigned: 2/27/2008 20:46
Time \Warked: 00:00 Park Deadline:

Case Home Page

Task Instructions

Review the request for continuance/reinstatement of benefits and authoarize the case; or return the case to ACS far
clarification/correction,




2.0 Spend-Down/Liability Correction Needed (CUMED)

Step Spend-Down/Liability Correction Needed (CUMED)
1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.
Task Eﬁ';st—mi Task Matme Status Priority Due Date
9000085506 JOHM SMITH Spend-down/Liability Correction needed Reserved Medium igEgéEDDEI
The WFM S will navigate to the Task Home.
2. View the Primary Action and Task Instructions on the Task Home page.
Task Instructions. Review case documentation for the requested correction and
complete CUMED or return the caseto ACSfor clarification/correction.
3. Click on Case Home Page link under Supporting Information.
[Case Home Page j
The WFM S will navigate to the Case Home Page to display the | CES case number.
4. Complete the CUMED screen in ICES with the appropriate information, document

action taken in CLRC and create a manual notice to inform the recipient of the action
taken or return the case to ACS. Refer to Send Notice Work Instructions (INSERT

HY PERLINK) Volume 7 Common Processes, Section 3.11.4 to create a Manual




Step

Spend-Down/Liability Correction Needed (CUMED)

Notice.

Returning casesto ACS

Document the reason in CLRC

From the Case Home page click Tasks from the Left Navigation

Click Create Task. The WFM S will navigate to the Select Task Type Page.

Using the drop down under the Task Details cluster, select Returned by State as the
Task Type. Click Save. The WFM S will create the task and navigate back to the
Tasks Page.

YV VYV

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click onthe Task ID for the Spend-Down/L iability Correction Needed task with an
Open Status.

The WFM S will navigate to the Task Home.

Click on Close Task on Task Home page.




Step

Spend-Down/Liability Correction Needed (CUMED)

; a ome 0s0 ernet Explorer provided b : ate of Indiana IREIE
Fle Edt View Favorbes Tools  Help | #
Q- © - 5] B )] POwos Syrens @ (- - JE DS
Address I@ https local: 11213/HCSSApplicationfen_US{TaskManagement_taskHomePage . do?taskID=90000855068__oSrpu=F554_User_homePage.dao
&
-]
navigation I | Task Home Help |
™
.

O Task Assignment List Close Task Eorward Task Un-Park

O Graphical vYiew Park Task Un-Reserve

Subject

Spend-down/Liability Correction needed

Task ID; 9000085508 Status) Reserved

Priority:  Medium Deadline; 2/29/2008 16:30
Reserved By: Deb Crosby Last Assigned: =2/27/2008 21:08
Time Worked: 00:00 Park Deadline;

Primary Action Supporting Information

Case Home Page
Participant Home Pa 1e

Task Instructions

=l
Done ,_,_,_,_E D Internet
_Qstart|__®.-rBM Rational Partfolio Ma.., | £ FS5h - WEMS Task Ho... 8] Work Instructions - SEC .., | & FS5A - WAMS FS5A Supe...l Oa oy A=) @5 |8 o:14Pm




3.0 State Review and Eligibility Deter mination (Generated from Checklist or User)
When an action for review and eligibility determination is determined as necessary by a non-
state coalition individual (ACS/Arbor) the SEC will receive a user generated “ State Review and
Eligibility Determination” task.

Step State Review and Eligibility Determination

1 From the User Home Page in WFMS, under the My Tasks cluster, view the Task
Subject and click on the Task ID.

1036 - State Review and Eligibility 2/20,/2008
9000071428 APPLY MOW Determination - ADCR #01, FS #01, MA C  Parked High 18:00
#01, Ma X #01 '

The WFM S will navigate to the Task Home.

2. View the Primary Action and Task Instructions on the Task Home page.

Primary Action

Task Instructions

Task Instructions: Review the action, and authorize the case or return the caseto ACS
for clarification/correction.

3. Click on Application or Case Home Page link under Supporting Information.

Supporting Information
[Gase Home Page j

The WFEM S will navigate to the Application or Case Home Page to display the ICES
case number.




State Review and Eligibility Determination

From the Application or Case Home Page, click Documents from the Left Navigation.

The WFM S will navigate to the Documents Page.

From the Documents page click view to see the document’ s details related to the task.

=3 FSSA - WFMS Documents: SAHANA SMITH - 3000371983 - Microsoft Internet Explorer provided by FSSA - State of Indi = ﬂlﬂ
File Edit View Favortes Tools Help | ;a’

OO ¥ 12 D] 0w o @0 L 5~ AW S

local: 11213{HCS 5 jonfen_US{EMStandardCaseDocument _listIndexedDocumentsPag: casell 003719838, L MStandard_humeﬂ Go | Links **

X

Documents: SAHANA SMITH - 3000371983 Help |

[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink_|

To Yiew additional document detail or Edit the document detail, click on the ¥Yiew or Edit link.

To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
(es); then select the Delink 8 Search Case or Delink & Search Person button.

To Delink the documents only, select Delink.

Mote: To select all documents in this list, check the top box {next to Action).

Action Document Type bectment Client Receipt Date  Status zelated Case
Name D
3 2 Shelter Landlord SaHANA -
Wiewe | Edit e Ciateroat MITH 10/9/2007 Received 3000371983
: Policy
M yiew|Edit Policy Support 1 yo bretatipn S2HANA 10/9/2007  Received 3000371983
Forms SMITH
Request

application and  Report Of
Redetermination Change
Farms English

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink |

SAHAMA

|m| Wie SMITH 10/9/2007 Received 20003719383

=

m
=
=5

recent items

=]
|@ Done lililililg # Internet
Q}start| (2l IBM Rational Portfalio Ma... | & FS5A - WFMS Docume.,. W] Work Instructions - SEC ... | 4 F55A - WFIMS FS5A Supe...I Cadhy Aam) @ @ 2:19rm

Within the View Document Details screen click the document name hyperlink to view
all supporting documentation




Step

State Review and Eligibility Determination

2l FS5A - WEMS View Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer

File Edit ‘ew Favortes Tools Help

Qs © [ B 6 P Frroens @ 35 5 -[JE B

Address ahttps:h’sggﬂatapﬂl.\em‘\ucal:11213p’HCSSAppl\cat\un,l’en7US,¥EMStandardCassDucumentfviEwAttachmentPage‘du?cuncernRDIeID=900266254T&cummunicatiun[D:QDDZTZ‘ W G0 Links g

3 a |
RAL o
| navigation Yieyr sttachment Details APPLY NOW - 2000095808 Help |
Document Type: Eligibility Suppart Documents
recent items DoArSRE NS e Int_eractive SEC [nterview
i Guide
0 . APPLY NOW . INTERACTIVE SEC
Client/Casze Name: attachment Hame: INTERWIEW GUIDE.doc
Delivery Method: attached File Date:
Language: English Status: Received =
Comments:
[ Edit ) [Delink & Search Case | [ Delink & Search Person | [ Delink | [ Close |

@ Done é &) Trusted sites

Clicking on Close will take the user back to the Documents page.

Search for any additional tasks related to the application or case that may be
outstanding. From the Documents Page click on Tasks from the Left Navigation.




State Review and Eligibility Determination
FMS Documents: FANCY FRIDA 000384135 - Microsoft Internet Explorer
File Edit ‘ew Favortes Tools Help #
@ Back = \_9 @ @ (b p Search *Favorites @ @v "?!\i ] -~ |__J ﬁ “3
Address ahttps:h’sggﬂatapﬂl.\em‘\ucal:11213p’HCSSAppl\cat\un,l’en7US,¥EMStandardCassDucumentflistIndsxedDU:umentsPags‘du?:aseID=9001256049&703ruu=EMStandard7humc W G0 Links g
~
Y
.2 s
| Documents: FANGY FRIDAYA - 3000384135 Help |
[[Search Non-Indexed Documents | [Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink |
To View additional document detail or Edit the document detail, click on the Wiew or Edit link.
To Delink documents from this list and Attach the docurnents to another case or person, check the appropriate box
{es)y; then select the Delink & Search Case or Delink & Search Person button,
To Delink the documments only, select Delink. [
Mote: To select All documents in this list, check the top box (next to Action),
[0 action Docurent Type ot i i Client Receipt Date Status e
Hame pisg
Eligibility Application EANCY
) Wiew | Edit Support Document FRIDAYA 10/19/2007 Received Q000025776
Documents Cover Sheet
Application and  Application for FANCY
] “iew | Edit Redetermination Assistance FRIDAY A 10/19/2007 Received 9000025776
Forms {Converted) — =l
. . prny Birth EANCY
| Wiew | Edit Yital Statistics Ceithcata CRIDAYA 10/19/2007 Received 9000025776
Lease or
. Shelter e EANCY
| Wiew |Edit L Rental FRIDAY A 10/19,/2007 Received 9000025776
Agreement =
Eligibility Eggtlg:j\ng FANCY
) Wi |Edit Support : 10/19/2007 Received Q000025776
Documents E_lq?ﬂ:s_a_r?dm_ ERlbaYs i
@ é &) Trusted sites
The WFM S will navigate to the Tasks page. Take note of any outstanding tasks that
may need to be addressed. Selecting atask listed to a queue in which you are assigned
will assign the task to you to be worked, closed or parked. Navigate back to the
Application or Case Home page by clicking on Home in the Left Navigation.

10



Step

State Review and Eligibility Determination

0 DD037298 050 ernet Explorer provided b p ate of Indiana =&l x|

Fle Edt Wiew Favorbes Tools  Help | "J.

@Back bl > B d @ ;‘J | /_-'} Search \:\\/ Favorites ‘j - 7 W - " __‘ ﬁ % ‘i%

Address |.§'_] hitps: {js390atapn1.iem. Incali11213/HCSSApplicationfen_US{EMStandard_istTaskPage. de?caseTD=A0003729818_ndrpu=EMStandard_homePage.dn%aF caselDo30a00r v | Go ‘ Links >

- =
H3=RN} Family and Social G
e Services Administration
[ravigation S [@E]
.
0 Tasks: JOHN SMITH - 3000372981 (Help |
.
O [Create Task ] [ Close Selected Tasks |
=
. o Beserved
o I Task 1D Subject Priority Status By Deadline
.
' [ 9000036693 1068 - Reported Change High Cpen Eﬁgﬁum

State Rewview and Eligibility
|| 9000074544 Determination - System High Closed
Generated - FS #01

LiEhange Lheckis | 9000085504 pm call back Medium Parked dcfssasec %QI%QDDB
Q s t | 1 g - . i

- 1000085506 Spend-down/Liability Correction s e Cofeiaene 2/?9!2008
O T iheeded 16:30
O (Create Task ] [ Close Selected Tasks |
L)
.

| recent items )

L I E
|&] pone T
.:Bstart| {21 I6M Rational Partfali .., ||@ FSSA - WFMS Tasks:... 8] Work Instructions - SE... | £ FS5A - WEMS FS5A 5., | V4 untitlzd - Paink | \'?-._’, e L

Authorize the application/case if correct and document in CLRC. If action isincorrect,
go to Step 10 for returning casesto ACS.
A. For Denialg/Discontinuances
v' For AE denialg/discontinuances
= View CLRC, and CLSC if applicable.
= For MA D applications - Review AEMDT, and make corrections, if
appropriate.
» Review the“Data Collection Checklist” , “ Change Checklist” and
“Solicited Documents Requests’ , located in the Left Navigation of the Case
Home page to assist in determining the reason(s) for the
denial/discontinuance.
v" For AR denials
» Review the “Review Application Checklist” in WFMS. The Review
Application Checklist is accessed from the Left Navigation of the
Application Home page. The checklist will provide the reason(s) for the
denial.
= For denialsfor failing to complete a scheduled interview,
0 Thedenial can not occur prior to the 31% day from the application date.
0 ICES screen CSAH must be checked to determine if a scheduled
appointment is still pending prior to any denial.
o If an appointment is pending, park the task with the due date being the

11



Step

State Review and Eligibility Determination

business day following the scheduled appointment date. . REFER TO
(INSERT HYPERLINK) PARK A TASK WORK INTRUCTIONS in
Volume 7 Common Processes, Section 3.11.1.5.

o If the scheduled appointment is beyond the task deadline, create a User
Defined task to yourself with the due date being the business day
following the scheduled appointment date. . REFER TO (INSERT
HY PERLINK) CREATE USER DEFINED TASKS WORK
INTRUCTIONS in Volume 7 Common Processes, Section 3.11.1.3
£ If the applicant keeps the scheduled appointment close this task

without taking any further action on the application.
£ If the applicant fails to keep the scheduled appointment deny the
application.
v Denials/discontinuancesfor failing to provide information/verification,
=  Search for non-indexed documents via the User Home page to attempt to
find any documents associated with the application/case.

REFER TO (INSERT HY PERLINK) SEARCHING FOR A NON-
INDEXED DOCUMENT WORK INSTRUCTIONS Volume 7 Common
Processes — Section 3.11.3.7 to find and link a non-indexed document to a
case in WFMS.

= If any documents that would change the disposition were received prior to
the State Review and Eligibility Determination task being generated and
were not enacted upon, the case should be returned to ACS for processing.

v" Medicaid Discontinuancesfor Children Under Age Three (Regardless of

Category)

» Review CLRC to determine the Continuous Eligibility Period prior to
closing Medicaid for any child under the age of three. If, valid closure
reasons apply (death, written voluntary withdrawal or moved out of state)
Medicaid coverage may be discontinued. Otherwise, Medicaid coverage
must be fiated by ACS.

v HHW Applications/Redeter minations received from an Enrollment Center
= A copy of the disposition must be mailed to the Enrolment Center viathe
“Enrollment Center Application Routing Form for HHW'.

REFER TO (INSERT HYPERLINK) SENDING NOTICES and
CREATING CORRESPONDENCE FROM THE FILE SERVER
Volume 7 Common Processes — Section 3.11.4

10.

B. For Approvals
v For all actions, review budgets and supporting documentation.
v' Medicaid property transfer penalties— send penalty information to state
policy queue to inform policy of atransfer of property penalty.
REFER TO (INSERT HYPERLINK) CREATE A TASK WORK
INSTRUCTIONS (Volume 7 Common Processes — Section 3.11.1.2)

12




Step

State Review and Eligibility Determination

= Click on the user selected task, “Impose Medicaid Transfer Penalty”.

= Document in CLRC that atransfer has occurred and include the Recipients
name, RID, Case number, Begin date of penalty period and End date of
penalty.

v" TANF —send FI-2032 and PRA to recipient REFER TO (INSERT
HYPERLINK) SENDING NOTICES and CREATING
CORRESPONDENCE FROM THE FILE SERVER WORK
INSTRUCTIONS Volume 7 Common Processes — Section 3.11.4.11.

v MA D applications— Review AEMDT and make corrections, if appropriate.

v Independent resour ce assessment
* Review the FI-2061
= Enter the spousal share on ARRA
=  Send the FI-2061 to the applicant/spouse/AR if applicable with a copy of
the verifications supplied

REFER TO (INSERT HY PERLINK) SENDING NOTICES WORK
INSTRUCTIONS Volume 7 Common Processes — Section 3.11.4

v" Medicaid Approvalsfor Children Under Age Three (Regardless of
Category)
=  SEC must enter begin/end dates for the Continuous Eligibility Period in
CLRC. Including the Name and Birth Date of the applicable child(ren).
v HHW Applications/Redeter minationsreceived from an Enrollment Center
= A copy of the disposition must be mailed to the Enrolment Center viathe
“Enrollment Center Application Routing Form for HHW'.

REFER TO (INSERT HY PERLINK) CREATE CORRESPONDENCE
WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.4
v" MA R Authorizations: SEC will verify that thereis an ESSA approved BAIS
0005B in the documents section of the RBA Application in WFMS prior to
authorizing MA R. Note: A Standard Case is not created for RBA
applications. Only an Application Caseis created in WFMS for an RBA,

REFER TO (INSERT HY PERLINK) SEARCH WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.3

v If anindividual isapproved for Medicaid who meetslien referral criteria
and hasreal property:

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK
INSTRUCTIONS

13



Step State Review and Eligibility Determination
Volume 7 Common Processes — Section 3.11.1.2
= Send aUser Defined task to the Benefit Recovery queue with the task
subject “Lien Referral”.
= Inthe Comments section of the task notate the individual’s name and their
I CES case number.
C. Manual notices should be sent when required.
INVOKE SENDING NOTICES WORK INSTRUCTIONS Volume 7 Common
Processes — Section 3.11.4
11. Returning casesto ACS
» Document the reason in CLRC
» From the Case Home page click Tasks from the Left Navigation
» Click Create Task. The WFM S will navigate to the Select Task Type Page.
» Using the drop down under the Task Details cluster, select Returned by State as the
Task Type. Click Save. The WFM S will create the task and navigate back to the
Tasks Page.
12. Click Home in the upper right corner.
]
The WFM S will navigate to the User Home Page.
13. | Click onthe Task ID for the State Review and Eligibility Deter mination task with an
Open Status.
The WFM S will navigate to the Task Home.
14. Click on Close Task on Task Home page.

14



Step

State Review and Eligibility Determination

Fle Edt View Favorbes Tools  Help |a’

Q- O - 11 (2] ] rown Srrwne @3- L w1 - JH BB

Address @http /159905t sp0 local:11213/HCSSApplicationfen_US{TaskManagement_taskHomePage. do?tsskD=90000714288__o3rp

\"Ilmmli-”u.m-m Y x'

Sh_User_homePage.do

Task Home Help |

List Close Task Forward Task Un-Park
O Graphical Yiew Park Task Un-Reserve
Subject
1036 - State Review and Eligibility Determination - ADCR #01, FS #01, MaA C #01, MA ¥ #01

Task ID; 9000071428 Status Parked

Priority:  High Deadling; 2/20/2008 18:00
Reserved By: Deb Crosby Last Assigned: =2/23/2008 10:01
Time Worked: 00:00 Park Deadline;  2/23/2008 03: 15

Primary Action Supporting Informat

Case Home Page

Task Instructions

Review the action, and authorize the case or return the case to ACS for clarification/correction.
Task parked.

=l
|&] pone ,_,_,_,_E D Internet
ﬁstart|__®.-rBM Rational Partfolio .., ||@ FSSA - WFMS Task H... 9] Work Instructions - SE.., | ] F55 - WRMS FS58 5u.,. |__W untttled - Pairk | Oa %y A=) @5 |8 o:30PM
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4.0 State Review and Eligibility Determination - System Generated
WFMS has been designed to automatically generate a“ State Review and Eligibility
Determination — System Generated” task three business days prior to the threshold date for

new ap

plications without disability Medicaid and for redeterminations with food stamps.

Step

State Review and Eligibility Deter mination — System Gener ated

1

From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.

Q000074545 JOHM BLANK State Rewview and Eligibility Determination

2/20/2008
- System Generated - FS #01

0o: 00

Parked High

The WFM S will navigate to the Task Home.

View the Primary Action and Task Instructions on the Task Home page.

Primary Action

Task Instructions

Task Instructions; Review the action, and authorize the case or return the caseto ACS
for clarification/correction.

Click on Application or Case Home Page link under Supporting Information.

Supporting Information

[Gase Home Page j

The WFM S will navigate to the Application or Case Home Page to display the ICES
case number.




State Review and Eligibility Deter mination — System Gener ated

From the Application or Case Home Page, click Documents from the Left Navigation.

The WFM S will navigate to the Documents Page.

From the Documents page click view to see the document’ s details related to the task.

FSSA - WFMS Documents: SAHANA SMITH - 3000371983 -

icrosoft Internet Explorer provided by FSSA - State of Indi = |5|
File Edit Wiew Favorites Tools  Help | ;ﬁ’
™ e T - Ty —
O - O - 1x] 2] ] D e @] 3 2wl - DB
Address https: fis990atap! local: 11213{HCS 5 jonfen_US/EMStandardCaseDocument _listIndexedDocumentsPag casell 003719538, L MStandard_humeﬂ Go | Links >

Documents: SAHANA SMITH - 3000371983 Help |

[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink_|

To Yiew additional document detail or Edit the document detail, click on the ¥Yiew or Edit link.

To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
(es); then select the Delink 8 Search Case or Delink & Search Person button.

To Delink the documents only, select Delink.

Mote: To select all documents in this list, check the top box {next to Action).

Action Document Type bectment Client Beceipt Date Status zelated Case
Name D
3 2 Shelter Landlord SaHANA -
Wiewe | Edit e Ciateroat MITH 10/9/2007 Received 3000371983
: Policy
M yiew|Edit Policy Support 1 yo bretatipn S2HANA 10/9/2007  Received 3000371983
Forms SMITH
Request

application and  Report Of
Redetermination Change
Farms English

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink |

SAHAMA

|m| Wie SMITH 10/9/2007 Received 20003719383

=

m
=
=5

recent items

=]
|@ Done lililililg # Internet
E}start| (2l IBM Rational Portfalio Ma... | & FS5A - WFMS Docume.,. W] Work Instructions - SEC ... | 4 F55A - WFIMS FS5A Supe...I Cady 3w A @ @ 5:19PM

Within the View Document Details screen click the document name hyperlink to view
all supporting documentation

17




Step

State Review and Eligibility Deter mination — System Gener ated

2l FS5A - WEMS View Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer

File Edit ‘ew Favortes Tools Help

Qs © [ B 6 P Frroens @ 35 5 -[JE B

Address ahttps:h’sggﬂatapﬂl.\em‘\ucal:11213p’HCSSAppl\cat\un,l’en7US,¥EMStandardCassDucumentfviEwAttachmentPage‘du?cuncernRDIeID=900266254T&cummunicatiun[D:QDDZTZ‘ W G0 Links g

3 a |
RAL o
View Attachment Details APPLY NOW - 2000095808 Help |
Document Type: Eligibility Suppart Documents
recent items DoArSRE NS e Int_eractive SEC [nterview
i Guide
0 . APPLY NOW . INTERACTIVE SEC
Client/Casze Name: attachment Hame: INTERWIEW GUIDE.doc
Delivery Method: attached File Date:
Language: English Status: Received =
Comments:
[ Edit ) [Delink & Search Case | [ Delink & Search Person | [ Delink | [ Close |
~
@ Done é &) Trusted sites

Clicking on Close will take the user back to the Documents page.

Search for any additional tasks related to the application or case that may be
outstanding. From the Documents Page click on Tasks from the Left Navigation.

18




State Review and Eligibility Deter mination — System Gener ated

navigation

O Home

O Applications

O Documents

O Members

O aAddresses

O Phone Mumbers

QO Pending Yerification
Checklist

QO Data Collection
Checklist

QO Second Party Review

Checklist
QO Change Checklist

O solicited Documents
Requests

QO Correspondence

O Motes

O AssetfTrust Review
O Benefit Recovery

O Tasks

The WFM S will navigate to the Tasks page. Take note of any outstanding tasks that
may need to be addressed. Selecting atask listed to a queue in which you are assigned
will assign the task to you to be worked, closed or parked. Navigate back to the
Application or Case Home page by clicking on Home in the Left Navigation.




Step

State Review and Eligibility Deter mination — System Gener ated

0 DD037298 050 ernet Explorer provided b : ate of Indiana =] x|
File Edit View Favorktes Tools Help | |’,'
@Back - k) - \ﬂ Ig g | /__'? Search \J\\/ Favarites 6__“} - ,' W - J ﬂ % ‘i&
Address |.§2 hitps: {js390atapn1.iem. Incali11213/HCSSApplicationfen_US{EMStandard_istTaskPage. de?caseTD=A0003729818_ndrpu=EMStandard_homePage.dn%aF caselDo30a00r v | Go ‘ Links **
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b State Rewview and Eligibility
|| 9000074544 Determination - System High Closed
= Generated - FS #01
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To determine the next step in processing a State Review and Eligibility Determination-
System Generated task follow the guidelines below for each specific situation:

Scheduled interview not complete:

e |CES screen CSAH must be checked to determine if a scheduled appointment
has been made prior to any denial.

e |f afuture appointment has been scheduled, park the task with the due date
being the business day following the rescheduled appointment date. REFER
TO (INSERT HYPERLINK) PARK A TASK WORK INSTRUCTIONS in
Volume 7 Common Processes, Section 3.11.1.5

o If the applicant keeps the scheduled appointment close this task.
o If the applicant failsto keep the scheduled appointment deny the
application.

e |f the scheduled appointment is beyond the task deadline, create a User Defined
task to yourself with the due date being the business day following the
scheduled appointment date. REFER TO (INSERT HY PERLINK) CREATE
USER DEFINED TASKS WORK INTRUCTIONS in Volume 7 Common
Processes, Section 3.11.1.3. Close this task.

o If the applicant keeps the scheduled appointment close this task.
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Step

State Review and Eligibility Deter mination — System Gener ated

o If the applicant failsto keep the scheduled appointment deny the
application.

Solicited Documents Requests Due Date is after task deadline date.

e From the Left Navigation in the Application or Case Home page click on
Solicited Documents Requests and Correspondence to view the FI 2032/FI
2032A, Pending Verifications for Applicant/Recipient to determine if all
requested documents were received for each Assistance Group.

o Evauate Solicited Documents Requests page to determine if each item
listed on the FI 2032 has been received. With the exception of the FI 2032A
and Additional Information (FI 2032), every document requested will have
aseparate lineitem. A date in the Received Date field will determineif a
document has been received for that lineitem. (Note: If no dateis entered
for Received Date and the Solicited Document Request due date is after the
Sate Review and Eligibility Determination — System Generated, ACS will
receive atask when a solicited document is received or if no document is
received.)

o |f al solicited documents have areceived date, but there are additional items
listed on the FI 2032A or Additional Information (FI 2032) not reflected on the
Solicited Documents Requests page, that have not been received, then create a
Return by Sate task, skip to step 11.

o If the Solicited Documents Requests page includes items for multiple
Assistance Groups determine if processing for any individual Assistance
Group can be completed. Continue to step 10 for those Assistance Groups.
For the Assistance Groups with missing verifications ascertain from the
Solicited Documents Requests page that at least one line item appears with no
entry for Received Date.

e |f not all documents have been received confirm from the Solicited Documents
Requests page that at |east one line item appears with no entry for Received
Date for each Assistance Group, skip to step 15.

o |f al solicited documents were received, continue to step 10.
If after review it is discovered that further case work/review must done before an

authorization may be completed by the state (example: an AG needs to be fiated),
return the application/case to ACS (see Step 11).

10.

Authorize the application/case if correct and document in CLRC. If action isincorrect,
go to Step 11 for returning cases to ACS.
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Step

State Review and Eligibility Deter mination — System Gener ated

A. For Denials/Discontinuances

v

For AE denials/discontinuances

= View CLRC, and CLSC if applicable.

» Review the “Data Collection Checklist” and Solicited Documents Requests
inWFMS. Both pages are accessed from the Left Navigation of the Case
Home page and may provide the reason(s) for the discontinuance.

For AR denials

» Review the “Review Application Checklist” in WFMS. The Review
Application Checklist is accessed from the Left Navigation of the
Application Home page. The checklist may provide the reason(s) for the
denial.

= For denialsfor failing to complete a scheduled interview,

0 Thedenia can not occur prior to the 31% day from the application date.
0 ICES screen CSAH must be checked to determine if a scheduled
appointment is still pending prior to any denial.

= If an appointment is pending, park the task with the due date being the
business day following the scheduled appointment date. If the scheduled
appointment is beyond the task deadline, create a User Defined task to
yourself with the due date being the business day following the scheduled
appointment date.

0
£ If the applicant keeps the scheduled appointment close this task
without taking any further action on the application.
£ If the applicant fails to keep the scheduled appointment deny the
application.

Denials/discontinuancesfor failing to provide infor mation/verification,

= Search for non-indexed documents via the User Home page to attempt to
find any documents associated with the application/case.

REFER TO (INSERT HY PERLINK) SEARCH WORK INSTRUCTIONS
(Volume 7 Common Processes — Section 3.11.3.7) to find and link a non-
indexed document to a case in WFMS.

= |f any documents that would change the disposition were received prior to
the State Review and Eligibility Determination task being generated and
were not enacted upon, the case should be returned to ACS for processing.
(See step 11)

Medicaid Discontinuancesfor Children Under Age Three (Regardless of

Category)

» Review CLRC to determine the Continuous Eligibility Period prior to
closing Medicaid for a child under the age of three. If, valid closure reasons
apply (death, written voluntary withdrawal or moved out of state) Medicaid
coverage may be discontinued. Otherwise, Medicaid coverage must be
fiated by ACS.

HHW Applications/Redeter minationsreceived from an Enrollment Center

= A copy of the disposition must be mailed to the Enrollment Center viathe
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Step

State Review and Eligibility Deter mination — System Gener ated

“Enrollment Center Application Routing Form for HHW”.

REFER TO (INSERT HY PERLINK) CREATE CORRESPONDENCE
WORK INSTRUCTIONS Volume 7 Common Processes — Section 3.11.4
and Create Correspondence from the File Server Volume 7 Common
Processes, Section 3.11.4.11.

11.

B. For Approvals
v For all actions, review budgets and supporting documentation.
v' Medicaid property transfer penalties— send penalty information to state
policy queue
REFER TO (INSERT HYPERLINK) CREATE A TASK WORK
INSTRUCTIONS (Volume 7 Common Processes — Section 3.11.1.2) to
inform policy of atransfer of property penalty.
»  Thesubject line of the task must be, “REPORT OF TRANSFER
PENALTY".
» Thetask instructions must include the Recipients name, RID, Case number,
Begin date of penalty period and End date of penalty.
v" TANF —send FI-2032 and PRA to recipient
REFER TO (INSERT HY PERLINK) CREATE CORRESPONDENCE WORK
INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.4.3
v Independent resour ce assessment
* Review the FI-2061
= Enter the spousal share on ARRA
= Send the FI-2061 to the applicant/spouse/AR if applicable with a copy of
the verifications supplied
REFER TO (INSERT HY PERLINK) CREATE CORRESPONDENCE
WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.4.3

v" Medicaid Approvalsfor Children Under Age Three (Regardless of
Category)
= SEC must enter begin/end dates for the Continuous Eligibility Period in
CLRC. Including the Name and Birth Date of the applicable child(ren).
v" HHW Applications/Redeter minationsreceived from an Enrollment Center
= A copy of the disposition must be mailed to the Enrolment Center viathe
“Enrollment Center Application Routing Form for HHW”.
REFER TO (INSERT HY PERLINK) CREATE CORRESPONDENCE
WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.4.3
v MA R Authorizations: SEC will verify that thereisan ESSA approved BAIS
0005B in the documents section of the RBA Application in WFMS prior to
authorizing MA R.
REFER TO (INSERT HY PERLINK) SEARCH WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.3
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Step

State Review and Eligibility Deter mination — System Gener ated

Note: A Standard Caseis not created for RBA applications. Only an
Application Caseis created in WFM S for an RBA,
v' If anindividual isapproved for Medicaid who meetslien referral criteria
and hasreal property:
REFER TO (INSERT HY PERLINK) CREATE A TASK WORK
INSTRUCTIONS Volume 7 Common Processes — Section 3.11.1.2
=  Send atask to the Benefit Recovery queue.
» Thesubject line of the task must be, “Real Property Lien Referral”.
= Inthe Comments section of the task notate the individual’s name and their
I CES case number.
C. Manual notices should be sent when required. Refer to (INSERT HY PERLINK)
Creating Correspondence from the File Server in Common Processes, Section
3.11.4.11.

12.

Returning casesto ACS

Document the reason in CLRC

From the Case Home page click Tasks from the Left Navigation

Click Create Task. The WFM S will navigate to the Select Task Type Page.

Using the drop down under the Task Details cluster, select Returned by Sate as the
Task Type. Click Save. The WFM S will create the task and navigate back to the
Tasks Page.

YV VYV

13.

Click Home in the upper right corner.
1

The WFEM S will navigate to the User Home Page.

14.

Click onthe Task ID for the State Review and Eligibility Deter mination task with an
Open Status.

The WFM S will navigate to the Task Home.

15.

Click on Close Task on Task Home page.
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Step

State Review and Eligibility Deter mination — System Gener ated

Fle Edt View Favorbes Tools  Help |a’

Q- O - 11 (2] ] rown Srrwne @3- L w1 - JH BB

Address @http /159905t sp0 local:11213/HCSSApplicationfen_US{TaskManagement_taskHomePage. do?tsskD=90000714288__o3rp

\"Ilmmli-”u.m-m Y x'

Sh_User_homePage.do

Task Home Help |

List Close Task Forward Task Un-Park
O Graphical Yiew Park Task Un-Reserve
Subject
1036 - State Review and Eligibility Determination - ADCR #01, FS #01, MaA C #01, MA ¥ #01

Task ID; 9000071428 Status Parked

Priority:  High Deadling; 2/20/2008 18:00
Reserved By: Deb Crosby Last Assigned: =2/23/2008 10:01
Time Worked: 00:00 Park Deadline;  2/23/2008 03: 15

Primary Action Supporting Informat

Case Home Page

Task Instructions

Review the action, and authorize the case or return the case to ACS for clarification/correction.
Task parked.

=l
|&] pone ,_,_,_,_E D Internet
ﬁstart|__®.-rBM Rational Partfolio .., ||@ FSSA - WFMS Task H... 9] Work Instructions - SE.., | ] F55 - WRMS FS58 5u.,. |__W untttled - Pairk | Oa %y A=) @5 |8 o:30PM
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5.0 Adverse Action State Review and Eligibility Determination

Step Adverse Action State Review and Eligibility Determination
1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.
Task gﬁ';st—mi Task Mame Status Priority Due Date
mancess FAmTEN, | oTe MRS Ao SIS | et
The WFM S will navigate to the Task Home.
2. View the Primary Action and Task Instructions on the Task Home page.
Primary Action
Task Instructions: Review the action and authorize the case prior to the adverse action
deadline; or return the case to ACSfor clarification/correction.
3. Click on Case Home Page link under Supporting Information.
(Case Home Page )
The WFM S will navigate to the Case Home Page to display the ICES case number.
4.

Go to ICES and review CLRC and related budgets.




Step Adverse Action State Review and Eligibility Determination

5. Authorize benefits prior to adverse action date if correct and document in CLRC. If
action isincorrect, go to step 6.

6. Returning casesto ACS
» Document the reason in CLRC
» From the Case Home page click Tasks from the Left Navigation
» Click Create Task. The WFM S will navigate to the Select Task Type Page.
Using the drop down under the Task Details cluster, select Returned by State as the
Task Type. Click Save. The WFM S will create the task and navigate back to the Tasks
Page.

7. Click Home in the upper right corner.
1
The WFEM S will navigate to the User Home Page.

8. Click on the Task ID for the Adver se Action State Review and Eligibility
Deter mination task.
The WFM S will navigate to the Task Home.

9. Click on Close Task on Task Home page.
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Step

Adverse Action State Review and Eligibility Determination

File Edit ‘ew Favortes Tools Help ”
- € [ah ¢ 7—/’? . T = I

@Back O B lg_,j =(h pSearch Favorites @ 6' =1 [ ﬁ “3

Address ahttps:h’sggﬂatapﬂl.\em‘\ucal:11213p’HCSSAppl\cat\un,l’en7US,¥TaskManagementitaskHDmePage.du'f‘taskID=9000096E33&7u3rpu=EMStandard7|istTaskPage.dU%SFEaselD W Links **

Task Home Help

Close Task Forward Task Un-Park
Park Task Un-Reserve

1078 - Adverse Action State Review and Eligibility Determination

Task ID; 2000096833 Status: Unreserved
Priokity: High Deadline: 3/11/2008 12:19 3
Reserved By, Last assigned: 3/11/2008 08:19
Time Worked; 00:00 Park Deadline:
Primary Action Supporting Information

Case Home Page

Task Instructions

Review the action and authorize the case prior to the adverse action deadling; or return the case to ACS for
clarification/correction,

@ Done

é &) Trusted sites
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6.0 Fiat Authorization Needed

Step Fiat Authorization Needed

1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.

SKIP L o : 1/9/2008
Q000054832 CASETWOK 1079 - Fiat Authorization Needed Reserved High 02: 10

The WFM S will navigate to the Task Home.

2. View the Primary Action and Task Instructions on the Task Home page.

Primary Action

Task Instructions

Task Instructions: Review case documentation for the requested fiat and authorize the
request or return the request to ACSfor clarification/correction.

3. Click on Case Home Page link under Supporting Information.

Supporting Information

[Case Home Page j

The WFM S will navigate to the Case Home Page to display the ICES case number.

4. Go to ICES and review CLRC.

5. Authorize the action the same day as task generated, document action taken in CLRC
and create a manual notice to inform the recipient of the action taken or return the case




Step Fiat Authorization Needed
to ACS. Reminder, do not run ED/BC on fiated action.
REFER TO (INSERT HYPERLINK) SENDING NOTICES and CREATING
CORRESPONDENCE FROM THE FILE SERVER WORK INSTRUCTIONS Volume 7
Common Processes — Section 3.11.4.11.
6. Returning casesto ACS
» Document the reason in CLRC
» From the Case Home page click Tasks from the Left Navigation
» Click Create Task. The WFM S will navigate to the Select Task Type Page.
» Using the drop down under the Task Details cluster, select Returned by State as the
Task Type. Click Save. The WFM S will create the task and navigate back to the
Tasks Page.
7. Click Home in the upper right corner.
1
The WFM S will navigate to the User Home Page.
8. Click on the Task ID for the Fiat Authorization Needed task.
The WFM S will navigate to the Task Home.
9. Click on Close Task on Task Home page.
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Step

Fiat Authorization Needed

Fle Edt View Favorbes Tools  Help |#

Q- © - xl @) (o] Dwew S @ (3 i - A DB

Address I@ https: fis390atap0

local: 11213/HCSSApplicationfen_USITaskManagement_taskHomePage . do?taskID=9000054832

Task Home

Close Task Forward Task Un-Park
O Graphical Yiew Park Task Un-Reserve

Subject

1079 - Fiat Authorization Needed

Task ID; 9000054832 Status) Reserved

Priority: High Deadline;  1/9/2008 02:10
Reserved By: Deborah Crosby Last Assigned: 3/10/2008 20:14
Time Worked: 00:00 Park Deadline;

Primary Action Supporting Informat

Case Home Page

Task Instructions

Review case documentation for the requested fiat and authorize the request or return the request to ACS faor
clarification/correction.

=
| ,_,_,_,_E D Internet
(i start| @1 Fssh - weMs Fasa User... | @] Fssh - wems workQue... |[7 Fssa - wEMS Task Ho.. S03= O M@ o4
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7.0 Thornton Applicant/Client Documents Not Received — Review for Eligibility

Step

Thornton Applicant/Client Documents Not Received — Review for Eligibility

From the User Home Page, under the My Tasks cluster, view the Task Subject and
click onthe Task ID.

FSSA User Home

,r '.‘:s=-_E
| FTERCkets PP

Process Request for Services Case
Apply Mow Persan
Create Application Case Document
Create User Defined Task Task

Change Password Lser

wWorkflow

Get Mext Task

Task gﬁlesstprlmar Task Mame Status Eriarity Due Date

The WFM S will navigate to the Task Home.

View the Primary Action and Task Instructions on the Task Home page.

Primary Action

Task Instructions

Task Instructions; Review the action, and authorize the case or return the case to ACS.

Click on Case Home Page link under Supporting Information.

Supporting Information

[Case Home Page j

The WFM S will navigate to the Case Home Page to display the ICES case number.

Go to ICES and review CLRC, AEMDT and CLSC.

» Search WFMS for any indexed documents that may have come in after the task was
received via the Case Home page
Click Documents from the L eft Navigation.
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Step

Thornton Applicant/Client Documents Not Received — Review for Eligibility

1]
Documents
®

The WFM S will navigate to the Documents Page.
» Search for non-indexed documents viathe User Home page to attempt to find any
documents associated with the application/case.
REFER TO (INSERT HYPERLINK) SEARCHING FOR A NON-INDEXED
DOCUMENT WORK INSTRUCTIONS (Volume 7 Common Processes —
Section 3.11.3.7) to find and link a non-indexed document to a case in WFMS.
» If any documents that would change the disposition were received prior to the
Thornton Applicant/Client Documents Not Received — Review for Eligibility task
being generated and/or were not enacted upon, the case should be returned to ACS
for processing.

Authorize action if correct and document in CLRC. If action isincorrect, go to step 7.

Returning casesto ACS

Document the reason in CLRC

From the Case Home page click Tasks from the Left Navigation

Click Create Task. The WFM S will navigate to the Select Task Type Page.

Using the drop down under the Task Details cluster, select Returned by State as the
Task Type. Click Save. The WFM S will create the task and navigate back to the
Tasks Page.

YV YVYY

Click Home in the upper right corner.

The WFEM S will navigate to the User Home Page.

Click onthe Task ID for the Thornton Applicant/Client Documents Not Received —
Review for Eligibility task.

The WFM S will navigate to the Task Home.
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Step

Thornton Applicant/Client Documents Not Received — Review for Eligibility

2 F55A - WFMS Task Home - Micrasoft Internet Explorer

Ele Edit ¥iew Favortes Took Help

Qe - () @ @ (b pSearch *Favorites € B- g; = - 38

Aidress | ] https: [fs9905tsp1. iem local: 1121 3{HCSSAnplicationfen_LIS{TaskManagement_taskHomePage. do?taskD=a0000968348 __o3pu=EMManageTask_doseTasksage.dosF v | [Eg o Links

Task Home Help |
Close Task Forward Task Un-Park

Park Task Un-Reserve

Subject

1038 - Thornton Applicant/Client Documents Not Received - Review for Eligibility

|

Task 1D} 9000096834 Status: Unreserved

Priority: High Deadline: .
Reserved By Last assigned; 3/11/2008 08:19
Time Worked: 00:00 Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions
Review the action, and authorize the case or return the case to ACS,

@ Done

S & Trusted sites

10.

Click on Close Task on Task Home page.
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Step

Thornton Applicant/Client Documents Not Received — Review for Eligibility

File Edit Wiew Favortes  Tools  Help | .a’
eBack - @ - B @ \Q|p5&arch *Favomtes a 8' ,,\\; @ - D ﬂ % QB
AddressEhttps:,f,isQQDatapDI.\em‘localz11213J‘HCSSApDlicatmn,l’en_US,l’TaskManagamant_taskHomaPaga‘do?taskID=9000085506&_03rpu=FSSA_User_homePage.do j ‘-) Go | Links **

== Task Home Help |

O Task Assignment List Close Task Forward Task Un-Park
Q Graphical ¥iew Park Task Un-Reserve

Subject

Spend-down/Liability Correction needed

SSCHI KUK Task ID: 8000085506 Status, Reserved
I Priority:  Medium Deadline; 2/29/2008 16:30
Reserved By: Deb Crosby Last Assigned: 2/27/2008 21:08
Time wWaorked: 00:00 Park Deadline;

Primary Action Supporting Information

Case Home Page
Participant Home Page

Task Instructions

H
|a Done lililililg # Internet
4 start| () B Rational Portfalio Ma... | [ £ Fa - WFMS Task Ho... 1] work Instructions - SEC ... | €] Fa5A - wivs Fasa supe...| MmN R
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8.0 SUPR ACTION REQUIRED FOR AUX
Although work task is entitled “SUPR ACTION REQUIRED FOR AUX” the capability to
authorize auxiliaries still remains an SEC function.

Step

(401) SUPR ACTION REQUIRED FOR AUX

1

From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.

Case Primary
i Case Primar

; Task Marme Status Priority Due Date
Client

Alert Number: 401, SUPR ACTION : 3/14/2008
9000098816 APPLY MOW REQUIRED FOR U, ADCRO1 Reserved High or: o7

The WFM S will navigate to the Task Home.

View the Primary Action and Task Instructions on the Task Home page.

Primary Action

Task Instructions

Task Instructions: An auxiliary has been requested. It needs to be reviewed for
appropriateness. Approve or cancel.

Click on Case Home Page link under Supporting Information.

Supporting Information

[Case Home Page j

The WFM S will navigate to the Case Home Page to display the ICES case number.

Go to ICES and review CLRC.




Step

(401) SUPR ACTION REQUIRED FOR AUX

Approve the auxiliary on BIOR, document action taken in CLRC and create a manual
notice to inform the recipient of the action taken or return the caseto ACS. REFER
TO (INSERT HYPERLINK) SENDING NOTICES and CREATING
CORRESPONDENCE FROM THE FILE SERVER WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.4

Returning casesto ACS

» Document the reason in CLRC

» From the Case Home page click Tasks from the Left Navigation

» Click Create Task. The WFM S will navigate to the Select Task Type Page.

Using the drop down under the Task Details cluster, select Returned by State as the
Task Type. Click Save. The WFM S will create the task and navigate back to the Tasks

Page.

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click on the Task ID for the SUPR ACTION REQUIRED FOR AUX task.
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Step

(401) SUPR ACTION REQUIRED FOR AUX

k Home - Microsoft Internet Explorer,

Ele Edit ¥iew Favorites

Qe © [ B & Psewn Frroens @ 3-5 5 -[JE B

Tools  Help

2

recent items

@ Done

fiddress | &] https: ) js990atap1.iem local: 1121 3HCSSApplicationfen_US/TaskiManagement._taskHomeP age. do?taskID=2000095516 v|BJso Lioks *

§ Task Home Help |
Close Task Forward Task Un-Park

Park Task Un-Reserve

Alert Murber: 401, SUPR ACTICN REQUIRED FOR AU, ADCRO1

1
Task ID; 2000098816 Status: Reserved
Priokity: High Deadline:  3/14/2008 20:27 3
Reserved By Deborah Croshy Last assigned: 3/14/2008 18:26
Time Worked; 00:00 Park Deadline:

Case Home Page

Task Instructions
An auwiliary has been requested. It needs to be reviewed for appropriateness. Approve or cancel.

é &) Trusted sites

The WFEM S will navigate to the Task Home.

Click on Close Task on Task Home page.
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Step

(401) SUPR ACTION REQUIRED FOR AUX

; a ome 0s0 ernet Explorer provided b : ate of Indiana IREIE
Fle Edt View Favorbes Tools  Help | #
Q- © - 5] B )] POwos Syrens @ (- - JE DS
Address I@ https local: 11213/HCSSApplicationfen_US{TaskManagement_taskHomePage . do?taskID=90000855068__oSrpu=F554_User_homePage.dao
&
-]
navigation I | Task Home Help |
™
.

O Task Assignment List Close Task Eorward Task Un-Park

O Graphical vYiew Park Task Un-Reserve

Subject

Spend-down/Liability Correction needed

Task ID; 9000085508 Status) Reserved

Priority:  Medium Deadline; 2/29/2008 16:30
Reserved By: Deb Crosby Last Assigned: =2/27/2008 21:08
Time Worked: 00:00 Park Deadline;

Primary Action Supporting Information

Case Home Page
Participant Home Pa 1e

Task Instructions

=l
Done ,_,_,_,_E D Internet
_Qstart|__®.-rBM Rational Partfolio Ma.., | £ FS5h - WEMS Task Ho... 8] Work Instructions - SEC .., | & FS5A - WAMS FS5A Supe...l Oa oy A=) @5 |8 o:14Pm
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9.0 State Policy Request

When a policy interpretation is necessary the SEC will communicate the question to their
immediate SEM Supervisor, or their designee, and await a response.

Step State Policy Request

1 The SEC will complete the “ Policy Interpretation Request/Response” form, email the
form to the SEM and document in CLRC that a policy question was sent. Refer to
Creating an Attachment from the File Server (INSERT HY PERLINK) in Volume 7
Common Processes, Section 3.11.4.12. Steps 1-4.

2. Remember to complete the Park Deadline Date (allowing two business days) and
Comments to remind yourself of applicable eligibility deadlines.

REFER TO (INSERT HYPERLINK) PARK A TASK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1.5
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10.0 State Policy Response

Step State Policy Response
1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.
Task gﬁ';'gt—'mi Task Mame Status Priority Due Date
9000098075 APPLY MOW 1025 - State Policy Response Reserved High ?’;322008
The WFM S will navigate to the Task Home.
2. View the Primary Action and Task Instructions on the Task Home page.
Task Instructions: Review the response from State Policy.
3. Click on Application or Case Home Page link under Supporting Information.
(Case Home Page )
The WFM S will navigate to the Application or Case Home Page to display the ICES
case number.
4.

From the Application or Case Home Page, click Documents from the Left Navigation.




Step

State Policy Response

The WFM S will navigate to the Documents Page.

From the Documents page click view to see the document’ s details.

=3 FSSA - WFMS Documents: SAHANA SMITH - 3000371983 - Microsoft Internet Explorer provided by FSSA - State of Indi ! (& [5[
File Edit Wiew Favortes Tools Help | #

eBack - @ - B @ @|p5earch *Favomtes &) B‘ ; ] - i % 33

Addreslehtt fis990atap! local: 11213/ HCSSAp; on,l’en_US,I’EMStandardCaseDDcument_l\stIndaxedDocumantsPage.do?caseID=30003?1983&_03rpu=EMStandard_theﬂ Go | Links **

TEAYE Family and Social - x'—‘_
3 STratio .

Documents: SAHANA SMITH - 3000371983 Help |

[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink_|

[+] 1

O I‘_-Iemhu‘s
O Addresses
O Phone Numbers. To Delink documents from this list and Attach the documents to another case or person, check the appropriate box

O Pending Yerification (es); then select the Delink & Search Case or Delink & Search Person button.
Checklist :

To Yiew additional document detail or Edit the document detail, click on the ¥Yiew or Edit link.

To Delink the documents only, select Delink.

Mote: To select all documents in this list, check the top box {next to Action).

O solicited Documents | Action Document Type Decumens Client Beceipt Date Status el
Requests Narmne pis]
O Correspondence M view|Edit Sl Landiord HOHML 10/9/2007 Received 3000371083
: Expenses Statement SMITH
O Notes I
; e - Eolicy
Asset/Trust Re
(o [ view|Edit Policy Support  1iorpretation S2HANA 10/9/2007  PReceived 2000371993
Forms SMITH
Request
application and  Report Of CAHANA
|m| Wiew | Edit Redetermination Change SMITH 10/9/2007 Received 20003719383
Farms English e

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink |

recent items

H
Done ,7’7’7,7@ # Internet
@start| (Z) M Rational Partfoia Ma... | [ ] F55a - WFMS Docume... 3] tork Instructions - SEC ... | £ F55A - WFMS FasA supe... LML R

Within the View Document Details screen click the document name hyperlink to view
Policy’ s response in the document itself, take appropriate action in ICES. Click on
close.
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State Policy Response

Details APPLY ND 000095808 050 ernet Explorer provided b . ate of Indiana IREIE
Fle Edt View Favorbes Tools  Help | #
aBack = @ = B @ \é | psaarch *Favor\tes @ Eav ,:\_; W - D ﬁ % ;‘a
Addressl@htt is990atap Incal:11213{HCSSApplicationfen_US/EMStandardCaseDorument_viewAttachmentPage, do?concernRoleD=900266254 7&communication[D=900272% j Go | Links *

& - O Hums
X =
i
wiew attachment Details APPLY NOW - 2000095808 Help |

Document Type: Eligibility Support Documents

Eocbmant Noro: Int_eractlve SEC Interview
Guide
S 2 . APPLY NOW o . INTERACTIVE SEC
Client/Case Name: Attachment Name: INTERVIEW GUIDE. doc
Delivery Method:  Attached File Dats:
Language: English ‘Status: Received
Attachment Comments

Camments:

[__Edit ) [ Delink & Search Case | (Delink & Search Persen | [ Delink | [ Close |

=l
Done ,_,_,_,_E D Internet
_ﬂstartl__@.-[BM Rational Partfolio Ma.., I £ FS5A - WEMS View Att... 8] Work Instructions - SEC .., | Oz A=) @ )\ =15 pm

The WFEM S will navigate back to the Documents Page.

Click on Tasks in the Left Navigation.
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Step

State Policy Response

navigation

© Home

O Applications

O Documents

O Members

O aAddresses

O Phone Mumbers

QO Pending Yerification
Checklist

QO Data Collection
Checklist

QO Second Party Review

Checklist
QO Change Checklist

O solicited Documents
Requests

QO Correspondence

O Motes

O AssetfTrust Review
O Benefit Recovery

O Tasks

The WFEM S will navigate to the Tasks page.
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Step

State Policy Response

2l FS5A - WFMS Task Home - Microsoft Internet Explorer

File Edit ‘ew Favortes Tools Help #
3 e B ’ S - =

Qui-© B @G P oo @ 35 5 - LI B

Address ahttps:h’sggﬂatapﬂl.\em‘\ucal:1121SA’HCSSADp|\cat\un,l’en7US,¥TaskManagementitaskHDmePage.dD7‘taskID=90000990?5&7u3rpu=FSSA7Ussr7hUmePage.du ~ Go Links **

Task Home Help |

Close Task Forward Task Un-Park
Park Task Un-Reserve

1026 - State Policy Response

Task ID; 9000098075 Status: Reserved
Priokity: High Deadline:  3/17/2008 19:02
Reserved By, Last assigned: 3/14/2008 19:03
Time Worked; 00:00 Park Deadline:
Primary Action Supporting Information

Case Home Page

Task Instructions

Review the response from State Policy. Send policy clarification to ACS staff or State SEC to complete case
processing.

[E3

@ é &) Trusted sites

Click onthe Task ID for the State Policy Response. The WFMS will navigate to the
Task Home.

Click on Close Task on Task Home page.

10.

Return to the Task Page and repeat the Close Task instructions for the task which
initiated the State Policy Request, if applicable. Refer to Closing Multiple Tasks
(INSERT HYPERLINK) in Common Processes, Section 3.11.1.14.
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11.0 AM Callback or PM Callback

When the application/redetermination involves food stamps the phone interview will be ajoint

process. The Eligibility Specialist will initiate the phone call to the client during the designated
time block. At the end of the data gathering portion, an attempt will be made to transfer the call
to a State Eligibility Consultant to complete the certification interview portion. However, if the
attempt is unsuccessful ACS will:

v Inform the applicant/recipient that an SEC will re-contact them, ask if AM or PM would
be the most convenient for the re-contact and create the“AM Callback or PM
Callback” task which will require the SEC to call the applicant/recipient back the same
or following business day either in the morning or afternoon, whichever will be displayed
in the task name.

For non-Food Stamp Assistance Groups, in which the SEC Interactive Interview is not required,
the data gathering interview was completed, modify the Pending V erification checklist to reflect
the items needed for those programs and generate the FI2032. If no additional verifications are
needed, take action on the case.

46



Step

AM Callback or PM Callback

From the User Home Page in WFMSS, under the My Tasks cluster, view the Task
Subject and click on the Task ID.

1/29/2008

9000062985 APPLY NOW  AM callback Parked Medium 19:00

The WFM S will navigate to the Task Home.

View the Primary Action and Task Instructions on the Task Home page.

Task Instructions

Task Instructions: Contact the applicant at the requested time.

Click on Case Home Page link under Supporting Information.

Supporting Information

[Gase Home Page j

The WFM S will navigate to the Case Home Page to display the | CES case number.

From the Case Home Page, click Documents from the Left Navigation. Review all
supporting documents, if any, submitted along with the application. After locating the
| CES case number would review WFMS case information such as Documents, Notes,
and Tasks.

1]
Documents

The WFM S will navigate to the Documents Page.

From the Documents page click view to see the document’s details. To view the
document from this page click on the Document Name.
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Step

AM Callback or PM Callback

. Do e OM CA 00 050 plorer provided b : of Ind mE R
Fle Edt View Favorbes Tools  Help | #
Qo - O~ 15 ) B Dswre fyroons @3- L - BB
Address I@ https: Incal:11213{HCSSApplicationfen_US/EMStandardCaseDocument _listindexedDocument sPage. do?cassID=90015533776:__oarpu=EMStandard_honm
&
=
Documents: MOM CASETWOO - 2000085098 Help |

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink )

To view additional document detail or Edit the document detail, click on the Yiew or Edit link.

To Delink documments from this list and Attach the documents to another case or person, check the appropriate box
(es); then select the Delink 8 Search Case or Delink & Search Person button.

To Delink the documents only, select Delink.

Note: To select All documents in this list, check the top box (next to Action).

; : . Document = o Related Case
Document Type Ma Eecelpt Date
" laction Document Type e Client Receipt Date  Status o
O Correspondence Pay HIPRY
o ree O Wiewr | Edit Income Bt oot CASETWOO 12/3/2007 Accepted Q000029460 |
5 2 “ Unknaown MOk
W Yiew | Edit et Unknown CASETWOO 12/3/2007 Accepted Q000029460
= x Unknown MO
O Wiew | Edit S Unknown CASETWOO 12/3/2007 Accepted 9000029460
Photo
identification MOM
O Wiew | Edit Yital Statistics gt_herlthan mTWOO 12/3/2007 Accepted Q000023460
river's —
license
HIP Client
3 5 HIP Client e MOk
O Wiew | Edit tics Report 2 CASETWOO 12/4/2007 Accepted 9000029460
Change
HIP Pnwear i UL ﬂ
,_,_,_,_E # Internet
Start Work Instructions I FSSA - WFMS Docume... | Work Instructions - Com. .. Tl u 7:03 P
distant| O |F& : @2 .

Within the View Document Details screen click the document name hyperlink to view
the document itself, take appropriate action in ICES.
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Step

AM Callback or PM Callback

Document Type:

Document Mame;

recent items

client/Case Name:

Details APPLY ND 000095808 050 plorer provided b of Ind mE R
Fle Edt View Favorbes Tools  Help | ﬂ’
eBack - @ - D @ \‘{h | psaarch *Favor\tes @ Eav ,}_; W - D ﬁ % A‘a
Address I@ https:/js390atap01.iem. local:11213/HCSSApplicationjen_US{EMStandardCaseDaocument_viewattachmentPage. do?concernRoleID=900266254 7 &rommunication D=900272¢ j Go | Links *
g O fase

view attachment Details APPLY NOW - 2000095808

Eligibility Support Documents
Interactive SEC Interview
Guide

APPLY NOW

Help |

INTERACTIVE SEC

attashment Namet | cpuiew GUIDE.doc

File Date:

Delivery Method: aAttached
Language: English ‘Status: Received

Attachment Comments

Camments:

[ Edit

] [ Delink & Search Case | [ Delink & Search Person | [ Delink | [ Close |

=
-
0% NG M@ s

| Daone
ﬂstartl__@.-[BM Rational Partfolic Ma,.. I £ FS5A - WEMS View Att... 8] Work Instructions - SEC .., |

Click on close. The WFM S will navigate back to the Documents Page.

Search for any tasks related to the interview yet outstanding. From the Documents
Home page click on Tasks from the Left Navigation.
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Step

AM Callback or PM Callback

navigation
O Home:
O Applications

O Documents

O Members

QO Addresses

O Phone Mumbers

O Pending ¥Yerification
Checklist

O Data Collection
Checklist

O Second Party Review
Checklist

O Change Checklist

O Solicited Documents
Requests

O Correspondence

O Motes

Q Asset/Trust Review
O Benefit Recovery

O Tasks

The WFM S will navigate to the Tasks page. Take note of any outstanding tasks that
may need to be addressed.
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Step

AM Callback or PM Callback

0 00037298 050 ernet Explorer provided b A - State of Indiana =] x|
File Edit View Favorktes Tools Help | |’,"
@Back - k) - \ﬂ @ ‘) | /_-..'-Saarch \E\\\/ Favarites ‘5:&} 3. ’; ] ﬁ % d-r.%
Address |.§2 https:/{s990atap0l.iem local:11213/HCSSApplicationfen_US/EMStandard_list TaskPage do?caseID=30003729818_ o3rpu=EMStandard_homePage.do%3FcaselD%303000 j Go ‘ Links **
0 | Tasks: JOHN SMITH - 3000372981 [(Heip )
O L
O Member: [Create Task | [ Close Selected Tasks |
= ;
o I Task 1D Subject Priority Status ;isew Deadline
.
' [ 9000036693 1068 - Reported Change High Cpen Eﬁgﬁum
b State Rewview and Eligibility
|| 9000074544 Determination - System High Closed
= Generated - FS #01
LiEhange Lheckis | 9000085504 pm call back Medium Parked dcfssasec %QI%QDDB
0 ) - . i
- 1000085506 Spend-down/Liability Correction s e Cofeiaene 2/?9!2008
O T iheeded 16:30
O (Create Task ] [ Close Selected Tasks |
L)
.
[recentitems — S
|&] pone ,_,_,_,_E D Internet
a&start| {21 I6M Rational Partfali .., ||@ FSSA - WFMS Tasks:... 8] Work Instructions - SE... | £ FS5A - WEMS FS5A 5., | V4 untitlzd - Paink | \'?-._’, e L

Navigate to the application/case in ICES to complete the certification interview with
the applicant/recipient.

If contact is made with the applicant/recipient, the SEC will

v" review the budget results,

v advise the applicant/recipient of their Rights and Responsibilities, and

v document in CLRC the date, time, telephone number called and individual with
whom the interview was completed.

v Note: should the certification interview occur the following day remember to
advise the applicant that they may receive a notice of missed interview and that
they should disregard the notice.

v" Authorize benefits if no outstanding verifications needed to determine
eligibility.

v' Complete the Interactive SEC Interview Guide and attach it to the
application/case in WFMS.

REFER TO (INSERT HYPERLINK) CREATING AN ATTACHMENT FROM THE FILE
SERVER WORK INSTRUCTIONS Volume 7 Section 3.11.4.12, Steps 1 — 12.

If contact can not be made with the applicant/recipient, the SEC will:
v park the task between call attempts
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Step

AM Callback or PM Callback

REFER TO (INSERT HY PERLINK) PARK TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1.5.

v" make a minimum of two returned call back attempts, no less than 10 minutes
apart,

v document in CLRC the details of the date, time, and telephone number called
for al attempts, and

v’ for recertifications only, AEORE must be completed and the recipient’s
benefits discontinued for “failing to complete an interview”. The recertification
must be denied on the last business day of the certification period.

v For non-Food Stamp Assistance Groups, in which the SEC Interactive
Interview is not required, modify the Pending Verification checklist to reflect
the items needed for those programs and generate the FI2032 or authorize
benefits on the case, if appropriate. Continue to step 10.

10.

TO MODIFY THE PENDING VERIFICATION CHECK

/23 FS5A - WFMS Pending Yerifications Checklist: PATTY JAMES - 1002006003 (messages present) - Microsoft 'l.n[_et"ri'gl; Exf

=181 x|

File Edk View Favorkes Tooks  Help | o

@Back = -J - \i] @ _;\J | /..-..-} Search \;\\? Favarites %}‘ 2. ;;', = ___4‘ % i‘%

Address I?Sgﬂ’;ls:,l’,isQQD\papDZ.iam.IocaI,I'HCSSF\DphcationJ‘an_US)’EMStandard_checklistPend\ngViewPage.do?caseID=10020060US&type=PEND&id=D&next=&_03rpu=EMStandard_hcj Go | Links >

(rrr— [
. 7 —
Pending Yerifications Checklist: PATTY [ sHelp |
@ The oldest checklist is being displayed
Read Prewvious Checklist Read Current Checklist
Type: Pending Yerification Checklist Status: In Progress
Checklist: 1 of 1 In Progress/Completed: 1 {1)/0
Required Checklist Item Clients —
0 tge
| UsS Citizenship
| Irnmigration Status
|| Social Security Number
7 Residence / Shelter Expense PATTY
8| Utility Expense
J . B Relationship
= r Tdentity
2 Bank Accounts / Financial Holdings PATTY
0 vehicles
| 0 Real Property / Life Interest =l
& l_l_l_l_ré_ # Internet
ft'start| BT Work Instructions - SEC .., | @7 FS5A - WFMS Pending... 2] | Z | & R = B 1041 P

The Pending Verification Checklist is completed during the data gathering interview.
After reviewing the case, if missing or incomplete information isidentified on AEPND
in ICES, review the Pending Verification Checklist located in the WFMS case and
modify, if necessary.

Note: The most current Pending V erification checklist will auto populate the FI 2032.

e From the Case Home Page Click on Pending Verification Checklist in Left

52




AM Callback or PM Callback

Navigation.
o  WFMSwill navigate to Pending Verification Checklist..
e Click on Edit at the bottom of the Current Checklist.
e The Current Checklist will display
e Click on any item(s) that are needed to add or remove.

e Click on the name of client to whom the item pertains. CTRL CLICK: To
add more then one member per item or to remove a member, the ctrl button on
the keyboard needs to be pressed while clicking on the additional nhame to be
added or name to be removed.

e For recertification interviews select Summary of Eligibility Redetermination
Information.. Thisform will include client information provided by the client
during the data gathering interview. WFMS will create the packet separately
from the FI2032 to be mailed the following day. Theclient isto review, sign,
date and return the summary.

N Summary of Eligibility Redetermination Information

e Click Save.

Click on Correspondence in Left Navigation to gener ate the FI 2032 and any
additional forms. Take special care to verify that the deadline date is correct on
the Create Correspondence Details page.

REFER TO (INSERT HY PERLINK) SEND NOTICE WORK INSTRUCTIONSIN
VOLUME 7 COMMON PROCESSES — Section 3.11.4 - TO:

e VIEW CORRESPONDENCE HISTORY IN WFMSto view an FI-2032
created by Non-state Coalition staff.

e CREATE CORRESPONDENCE IN WFMSto create the FI-2032, if necessary.

e EDIT CORRESPONDENCE IN THE WFMS to edit/modify the deadline date
of an FI-2032 created by Non-state Coalition staff, if necessary.

e DELETE CORRESPONDENCE IN THE WFMS to delete an FI 2032 created
by Non-state Coalition staff, if necessary.

53




Step

AM Callback or PM Callback

Note: Thefirst screen of Create Correspondence will allow the user to enter an
additional addressfor third party correspondence or an alternative mailing address if
the WFM S mailing addressis not current. REFER TO (INSERT HY PERLINK) ICES
for current mailing address.

CorrespondenceDetails - Addressee

sddresses Type: |Third Party ;_]

If Address Type is Participant, select the Member Name

Addressee Mame: I 'i

If Address Type is Third Party or Authorized Representative

Addressee Mame. |

Enter Address Details for Third Party or Authorized Representative. Information is optional for Pa

address Line 1: |

address Line 2! |

City: I
State: | ;!

Zip: I

Select The Participant This Correspondence Is In Regards To

—— =
Member Mame:  |LAURA BUSH =]

[ save ][ Cancel |

12.

Make sure the applicant has been logged in on screen CSODA by entering an “X” in
the"S’ (select) field.

13.

Go to CSOUU to enter the worker ID of theinterviewer.

14.

The worker will need to note client as being seen by the entry of “Y” on CSOWL.
CSOWL CLIENT SCHEDULING 0
WORKER WAITING LIST

WORKER ID: 9FJCAR WAME  JOAN

I

SM STIME M AC

818 o0 01

15.

Remember to close any other tasks enacted upon.
REFER TO (INSERT HY PERLINK) Closing Multiple Tasks in Volume 7 Common
Processes — Section 3.11.1.14,
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3.0 State Review and Eligibility Deter mination (Room and Board Assistance)
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